Organizational Management

Chapter 2 Organizational M anagement

z Background Information and Creation of an Organizational Unit

An organizational unit represents a user-defined organizational unit whosejob itisto
take on and carry out certain functions within a company. Departments and Project
groups are both examples of organizational units. The root organizational unit is Navy
MWR and this cannot be changed. All other organizational units are created under this
root unit using the change mode. In other words, the child organizational unitsinherit the
structure of the units directly above them. Organizational unitswill only be
maintained and created by Headquarters.

Use the following menu path or transaction code to access this procedure.

Menu Path: HUMAN RESOURCES > ORGANIZATIONAL MANAGEMENT >
EXPERT MODE > SIMPLE MAINTENANCE > CHANGE

Transaction Code:. PPOM_OLD
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Human Resources

The opening screen appears as shown below:
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Field Name /

R/O/C | User Action & Values

Organizational Unit

R Populated by using the dropdown arrow in the
lower left quadrant to find the Org unit the new
one will be created in.

Editing Period

R Always enter 01/01/1950. L eave the “to date”
as 12/31/9999.

Click the Change Icon (Pencil) or double click on the Org Unit on the left hand side of

the screen.

The result is shown on the page below, The Organizational Structure /Change Screen
appears and it will allow you to create a new organizational unit.
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The Organizational Unit is created and can be seen in the structure.
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In the example shown above, we double clicked on the Café.com icon in the left quadrant
which is an org structure unit already set up in the Bangor — Food organization. Click on
Create icon.

We now enter the abbreviation “ JavaPlus’ which isarequired field and also the required
description “ Coffee House" .
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z Assign a Personnel Area and SubArea to an Organizational Unit

The next step in our processes of setting up a viable organizational unit and leading to the
actual procedures to hire employeesisto assign Personnel area and subareas to the
organizational unit that has been set up. Thisisto be done at Headquarters L evel.

This procedure is accessed through the same menu path and transaction code as the
previous procedure.

Menu Path: HUMAN RESOURCES > ORGANIZATIONAL MANAGEMENT >
EXPERT MODE > SIMPLE MAINTENANCE > CHANGE

Transaction Code: PPOM_OLD

NOTE: Thisisthe same transaction code as the first procedure. Transaction
codes in the Human Resources module act alittle differently than t-codes in the

/ FICO world. A transaction code within HR usually goes to an opening screen
which may be the same for many procedures. It might not be unique to the
procedure that you are presently working on.)
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Organizational Sructure/ Change

™ Organizational Structure / Change
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We have highlighted the organizationa unit and double clicked the name in the lower left
window that we had created in the previous procedure — JavaPlus — Coffee House, and it
appears in the right hand window.

With the org unit highlighted in the right side window, use the menu path GoTo >
Account assignment.
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On the * Account Assignment/Change” screen, highlight the organizational unit. Once
organizational unit is highlighted, click “Account assignment features’ as shown below..
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Enter information in this screen as described in the table on the next page.
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Create Account Assignment Features

-5 Create Account Azzignment Features
Object ID 1000717198
Dezcription Coffee Houze
W alidity 8172372001 1273179990
-Acct. Assignment Features
Company code r_
Buziness area r_
Perzonnel area |-1_2_8“TF
Perz. zubarea 1287 !:
CO area r__
w*l RI
“Rigld Name R/O/C User Action and Values
Wy R Enter the valid datesif they don’t default.
Should be 01/01/1950 to 12/31/9999
Company Code N/A Thiswill default later L eave Blank
Business Area N/A L eave Blank
Personnel Area R Enter valid information for the
organizational unit by using the drop down
search help. Example: the Northwest Region
number 1287
Personnel SubArea R Enter valid information for the
organizational unit by using the drop down
é@ﬂhel p. Example: the West Sound of
the Ngrthwest Region number 1287
CO Area N/A L eave Bhank

Once the information is entered, press Enter or click the green check mark.
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Y ou will notice from the screen below that the message window shows that the record

has been changed and thereis a small Dollar icon & on the line designating the org unit.

Coffee House b

Information

o

Record changed

Help

Single click on the dollar icon & to validate your entries. Once your entries have been

validated as shown on the window below, use the green back arrow key ¢ to exit the
screen.
-] Change Account Assignment Features
Obiect 1D 10001198
Drezcription Coffee House
Waliclity [o1/23/2001 &| [12/31/9999

[Acct. Assignment Features

S [1287 nwR COMMAVRES, Nw.
Buginess area ]__-

Personnel area iﬁﬁ Morthwest Begion k4WH
Pers. subarea W West Sound

CO area r—

o]

Note that the Company code is now part of the screen window and the Personnel Area
and subarea have been named.
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|; Create a Job

Thisis another Headquarter function to create a new job with Pay plan, series, grades,
efc.

Use the following menu path or transaction code to access this procedure.

Menu Path: HUMAN RESOURCES > ORGANIZATIONAL MANAGEMENT >
EXPERT MODE >JOB

Transaction Code: POO03

Screen: Maintain Job

Jdob Ede Dol Ui Seliingz Sumlken Help

G  Cimeae 2WKonoa B @
DZzeuoHD 2«
Plan sszion | Cuarars: plars B
Atk |7
Active | Plamed | Submitnd | Aooied | Aiectsd |
| Indotype e | | Tme posied
O | BEEEY
| Prmtatimwhips | Fione |B‘||‘!1.|'1§'Sﬂ 3] |12.-'11H?§"9
:If'EKI:II:II:l'\I ' Tode U Curend veasd:
_P‘h-r\.:l':mplnnioﬂ Y | ' Carent ponth
||t Panig " Fion cun daie T Lasi wesk
B Siandad Fiokes T e | s Lt month
_P[:'P'mlk:- £ Curenl peai
L5 oh Evslsion Fzauis
iy R
Field Name R/O/C | User Action/Values
Plan Version R Will default to “Current plan” DO NOT CHANGE
Job R Leave thisfield blank and if thereisan entry init,
Blank it out! SAP will assign a number after the job
is created.
From Date R Enter beginning date of new job creation
To Date R Defaultsto 12/31/9999 Leaveit asis.

Highlight the Object line in the Infotype Name section by clicking the small box to the
left of the text.
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Click the Createicon” N located on the left end of the toolbar.
Screen: Add Object

Infotype  Edit Goto Estraz Yiew  System  Help
& FBecee DHk anaa BE @
(= : - R
Job i
Planning status !Active
4 alidity IB1 Fe1/1958 to I1 273179999 g Chanage information
- Dbject
Dbject abbr. !NF 110303
Dezcription iSnack Bar Technician
Language key iEninsh ;i
Field Name Description R/O/C | User Action/Values
Validity Date Date of the Job R Verify the dates to be 01/01/1950
to 12/31/9999
Object abbr. Should bein the R Enter the complete Pay plan,
form NF 1102 02 Series, and Grade
Description Long Text R Complete Title
Language Key Language R Defaults to English and cannot be
changed.
E{

Enter or click on the green check mark and the Save icon
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Once the infotype is saved, the following screen will show the system-generated Job
number as shown below.
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|; Create a Position

Thiswill beafield level function. When anew position is needed at the field level,
SAP will require a position number. A position CANNOT be set up without a job
number and description already in the system. If thereis no existing job that pertainsto
the new requested position, Headquarters must create a new job.

This transaction may be accessed using:

Menu Path: HUMAN RESOURCES > ORGANIZATIONAL MANAGEMENT >
EXPERT MODE > SIMPLE MAINTENANCE > CHANGE

Transaction Code:.  PPOM_OLD

Screen: Organizational Sructure/ Change

™ Drganizational Structure / Change

Organizational plan  Edit Gaoto  VWiew Spstemn Help

& || Hleecce CHEB anon AR @
[ & 82 Staff assignments F] B (1R
L BRI A

Find by
= [ Organizational unit

Cofflje House

e A
Marme | Code | Key |
[ Youth ! Yth Services 0 10003676 <
-] School Schl &ge Car 0 10003677
-] Auto H Auto Hobby 0 10003678
#---[] Resouw Fes Center 0 10003673
- Compu Comp Hobby 0 10003680
-] Childre Child Srves 0 10003681
-] Family Farn Chid Car 0 10003682
[ Recycl Recycling 0 10003683
L:JD Food a FdtByw Wset Sn O 10003681
. B-[BaBangorFood O 10003662
: [ Restaurant 0 10003666
[ Catering 0 10003667
E--[Z Cafe.com 0 10003662
0 10001188

- E-E-E
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We have drilled down to the org unit for which we need the new requested position. In
our example, we highlighted the JavaPlus in the lower left window that we set up in the
first process of this chapter. We then double clicked on the org unit name, JavaPlus.

We then highlighted the Coffee House designator in the right window and clicked on the
Staff assignments icon on the toolbar.

The toolbar will change and now has the following appearance.

™ Staff Assignments / Change

Organizational plan  Edit Goto Yiew Sopstem Help

el I W ecee CHE D000 R @
” Dpasitiwmder._ s 80 Task profile i)

Y ou see that it now has a button called Positions... with the white paper icon to its |eft.

Click thisicon and the Create Positions window shows.

.H Craate Positions

Organizational unit Coffes Houze

r Chooze descrnbing job

Abr. fluF 1102 03 % Create jobs
D ezcription Snack Bar Teu:hniu:ia;r.
i Position
Abbr. [NF 1102103
Marme iSnack Bar Technician
Humber of requested poszitions |_1
Walidity of pozitions m ko Im

=l % !
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Field Name Description R/O/C | User Action and Values
Abbr Thejob R Enter the job abbreviation or use
abbreviation the dropdown arrow to select.
Thisisthe pay plan, series, and
grade. Oncethejob is selected,
press the Enter key on your
keyboard

Description Job Description Full R System enters based on the Abbr

Text entered. It is grayed out and
cannot be changed.

Position Abbr. The position R System enters based on the job,

abbreviation do not changeit.
defaulted from the
Job abbr.

Name The Position Name R Thiswill also default from the job
entry. Only change it if different
from the job name.

Number of The number of this R Will default to “1”. Change if

positions position required requesting a different number.

requested

Validity of The start date of the R Make sure this entry coincides

positions position with the requested start date of the
position.

E{

Click the Save icon to create the positions

Verify that the new position is created in the org structure.

Coffee House

Snack Bar Technician

Information

&

Paszition created

Help |

At this point, follow instructions that follow to assign cost center to position.
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z Assign Cost Center to a Position

Do this procedure when a new position is created or the cost assignment of a position has
changed. A new association must be created within Organizational Management that
associates a cost center to a position.

This transaction may be accessed using:

Menu Path: HUMAN RESOURCES > ORGANIZATIONAL MANAGEMENT >
EXPERT MODE > SIMPLE MAINTENANCE > CHANGE

Transaction Code: PPOM_OLD (Again, thisisthe same transaction code that we
have been using.)

Screen: Organizational Sructure/ Change

™ Drgamzabional Stnsohue f Change

Digznipabord on. Eh Gk Wi Sislem Hel
| WSO BHB ODhLO0 BE| &
O ds Bo & st asemoenan ] ] [y

= 3 E W
Firel bt
= DEEHHMHW_‘.

-~ [H A o Qusay

CoFFee House

Bl = V< md [

e Cade Ko |
[ fouts th Services O 0000676 &
[ Schocd Sehl Age Ca O 10D
[ v H fndo Hobky 0 1000JETE
[ Fimcms Fims Copie 0 A00XIETS
] Compu Conp Hobp 0 Nn0Es]
# - [ Chikdhe Chid Sives 0 Inn0ass1
-] Famip FamChdCe O T0DHRR
-~ Racyed Facyelrg 0 noEEs
S~ [] Food & FllBy W 5n - O 10003651

| E-[JBsBangoiFood O J0DEER

B

#l [ Reskaxanl O 0D EEs
[ Caleirg 0 0o
i | B CCaeaom 0 100xEEg

After double clicking the Org Unit name on the left quadrant, the desired org unit will
show in the right hand window. Click on the new position title, then click the

Staff azzignments

button on the toolbar.
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Use the top menu path GoTo > Account Assignment as shown below:

™ Staff Assignments / Change

Staff assianments

“ [ Positions...  Assign Task profile

H Q‘ | il‘— Organizational structure

Organizational plan Editm‘{iew System Help

SHE DL BE @

FE ¢u£|

— — Reporting structure
e = | E i -

Find by Further attributes

=1 [ Organizational unil Job profiles
IE] & hoc Query T azk maintenance

Activity group

A ik

Ohbject descrption Shift+F4
Structural graphics Shift+F8
Back F&

1 Coffee House

Snack Bar Technician

After clicking the menu item, the toolbar changes showing the following icon

nﬂ Master cost center...

open the following screen.

Coffee House

Snack Bar Technician

" .'_'_"Assign Cost Center

Pozition

Snack Bar Technician

. Highlight the position, then click on this Master cost center button to

Ciost center
Controlling area

W alidity

gu|lEl| 2

26 £l

2606

iﬂ1.f23.f2l]['l1 ko

MWH &0 Controling Area

|12."31."9999

Select the correct Cost Center using the green back arrow and click the Save icon.

The example chosen is for demonstration purposes only and it is not a true association.

The Controlling areafield will default to 2000 — The MWR & VQ Controlling Area

DO NOT CHANGE.

HRV1 — February 2001
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Make sure the date is correct, the date that the cost center is assigned to the position, and
has an end date of 12/31/9999. If aposition is changing cost centers, creating a new
record will delimit the old cost center and begin a new one.

|
Once the above information is entered correctly, click the Saveicon =l .

The message line will verify your action and there will now be a plus sign beside the
position that identifies that the relationship has been created.

Click on this plus sign to open and to verify the cost center attached to this position as
shown here.

Coffee House i)
= Snack Bar Technician

COHCOURSE FC OF&B

&

If the Cost Center is correct, use the green back arrow to exit to the main menu.
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|; Attach an Employee (EE) Group to a Position

An employeeis hired and the Employee (EE) group defaults to the action infotype 0000.
At this point it is necessary to set up Infotype 1013 with the correct information. This
procedure allows this to be done.

Use the following menu path or transaction code to access this transaction.

Menu Path: HUMAN RESOURCES > ORGANIZATIONAL MANAGEMENT >
EXPERT MODE > POSITION

Transaction Code: PO13

Screen: Maintain Position

™ Maintain Position

Position Edit Goto  Utiliies  Settings Swpstem  Help
& |l NlWe@e SHE DDOD EE®
[Dessndd 2

Flan wersion iCunent plan ;!
Pazition IW
Abbr =
Active I Flanned | Submitted I Approved i Rejected i
Infatype name :__"j Time period
a_hiect | =~ | ® Period
Relationships :—J From m to m
|| Description = ) Today ) Current wesk
Department/Staft - O Al ' Currerit matith
L E‘Ianned Compensation l ' From cur.date ) Last wesk
Vacancy = O To curent date ) Last month
Acct. Azzignment Features L et e
Authorities/Resources
Work Schedule I
|_> Enploves Group/Subgroup |.z e

The table below shows the correct inputs.
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Field Name Description R/O/C User Action/Values

Plan Version Should aways R No action required. It will
default to the default
Current plan

Position Enter the R Enter the position number if
position number known or use the dropdown

search help to select the correct
position.

Abbr. Will default R No action required. It will
based on the default based on the position
position chosen.
selection.

From Begin date of R User defined
the relationship

To End date of the R User defined
relationship

Highlight the Employee Group/Subgroup line in the Infotype name box by clicking on

the small box to the left of the text.

Peedon Ede Golo Utile: Soinge Sywen [Hep

L I |
D DT 2 ¢

@

2B nOn BE @

| Camvmrt s

Once the lineis highlighted as shown, click the Create icon

Pretiion R LT
tbhi
fetps | Pranned | Sueoftisd | Anciceed | Rimecisd |
wanperans | 'E Time permsd
|0z =] | @ Feiod
_Heul.:n.shm — Fiom 01/ 2 2800 o 123170009
Diegorption - T Todew 0 Cuawent wsk
Cran " Copent morth
" From cur.date T Lot ek
[ Ta curent date 1 Last nonik
i Cunent yaa
] St
H Erplopes GioupSubgraus: .E -

on the toolbar.
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= Add Employee Group/Subgroup

Infotype Edit Goto Estras Wiew  Spstem Help

|___ |l 7= MR W0 | = =
@] fl0ecee | ChR anaa B0 @
SRR -
Fozition iNF 1102 03 Snack Bar Technician
Flanning status ;.t'-‘«ctive
W alidity 131 F23/520m [ {a] !12!31 F9999 iy Change information
 Employee Group/Subgroup
Employes group INF _:i
M, -
EE zubaroup NE
ML
(HSE St bildihh i i
Retiree
Separated =

In the example shown, we are entering the Employee Group using the dropdown arrow to
select the“NS’ entry.

Do NOT enter any entry in the EE subgroup field.

Once the information has been entered, click the green check mark to verify your entries.
If they are valid, click on the Save icon to create the relationships.

Information

1)

W oK Help

Recard created

The Employee Group will now default for the selected position in the actions.
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|; Reassign a Position to a Job

The position that an employee holds changes job series. For example, apositionis
related to job NF 1101 02 and is to be changed to NF 1101 01.

Use the following menu path or transaction code to access this transaction.

Menu Path: HUMAN RESOURCES > ORGANIZATIONAL MANAGEMENT >
EXPERT MODE > POSITION

Transaction Code: PO13

Screen: Maintain Position

™ Maintain Position

Position Edit Goto Utiities  Settings  System  Help

leir w e CHE 0o AR @
lDoewnoall

Flan version il:urrent plan ;i
Pazition ;1 aee1244 . Snack Bar Technician
Abbr. iNF 1102 03

Active ! Flanned | Submitted I Approved I Rejected !

[nfatype name =7 | Time period
[ Jotiea 2| @ Peiod
> I;i_elationships | From m to m
%SC“DHD“ il O Today C) Curent week
Dé}@rtmenthtaff 1] ol ' Cument month
F'Ian\\d Campersation - . From curm,date ) Last week
\-"ac:_a_r% | ) Tocurent date C Last month
Acct Ag \Qment Features ] .
Authnrities\ \sources L
| ok Scheh\ \ = & alect
Employes Gro\ \Abgroup w;. .
Click
thisline

The following table explains the inputs to the opening screen.
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Field Name Description R/O/C | User Action/Values
Plan Version Should aways R No Action Required
default to Current
plan
Position Enter the position R Enter the position number if
number known or use the search help
with the dropdown arrow.
Abbr. Will default based R No Action Required. Will
on the position default once the user enters the
chosen system.
From Begin date of the R User Defined
relationship
To End date of the R User Defined
relationship

Press the Enter button on the keyboard or click the green arrow check mark | @ I.

Highlight the Relationships line in the Infotype name box by clicking on the small box to
the left of the text as shown on the screen above.

&

Once the Relationships line is highlighted, click on the pencil icon on the tool bar.

The next screen isthe “Change Relationships’ screen.

Screen: Change Relationships

Infotype  Edit Goto Extraz  Wiew Sustem  Help
il B8 ¢cce DMk anaa DA @
=R )

Poszition

!NF 110203 Shack Bar Technician

iActive
Il]1f23f2l][11 !J to I12I3119999 Tl

Flanning status

Walidity Change information

Relationships

Relationzhip type/number IE ;BB? |z described by
 Related object
Type of related object Job :j
10 of related object 10881243 A
Abbreviation lNF 1182 83
MName !Snack Bar Technician
Pricrity I_
wheighting I i
Record 13 of 3
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Use the next record icon

that houses the job relationship.

to cycle through the records until you arrive at the infotype

The correct infotype should have information similar to the follpwing.

™ Change Relationships

Infot_l,lpe Edit Goto Estraz  ‘iew System Help

l@ |

IolceceDHRanah D0 @

g B

Paosition
Planning status

W alidity

iNF 1102 03 Snack Bar Technician

iActlve

il]1f23f2l]l]1 ‘ to

1 2!31 79999

Change infarmation

Relationships

Fielationzhip twpesnumber

 Related object

Type of related object

!_ ;ﬁ sdcscry[y

{Job

1D of related object I1 8061243 A
Abbreviation !NF 1182 83
MNarme !S nack Bar Techrician

Priority I_

Wwieighting I G

Record 13 of 3

Once you arrive at the correct screen showing the Type of Related object to be “ Job”,
enter the following information.

Field Name Description R/O/C | User Action/Values

Type of related Should always stay R User should not change thisfield

obj ect at “ Job”

ID of Related The new object of R Enter the object ID of the new

obj ect thejob job. Use the search help
dropdown arrow to help with the
selection

Abbreviation Job Abbreviation C Thisisadisplay field and will
default from the Job 1D

Name Job Name C Thisisadisplay field and will
default from the Job 1D

Once all the information has been entered, click Enter to validate your entries.
After the changes have been made, the screen will look similar to the following.
The ID of related object, Abbreviation and Name have all been changed.

If al the entries are valid, click the Save icon.

=l
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: Information
Cureripn 7]
10001244 1 Snack Bat Technisiar

@ Piin

' Tod: il Curment week

The record has been changed and the new relationship established.

Click the back arrow to take you to the opening screen.
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